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OVERVIEW/WHATΩSNEW
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ELECTION

OFFICIAL

TRAINING

CLASS

OVERVIEW

Class Time ς3.5 Hours

I. /ƭŀǎǎ hǾŜǊǾƛŜǿκ²ƘŀǘΩǎ bŜǿ
× Acronyms/Job Titles
× New for August 2021 Election

II. Primary Election

× What is a Primary Election?

× Who can vote

III. COVID-19 precautions
× PPE provided
× Sanitation Official

IV. VLM/VLD Duties
× Monday night
× Election Day

V. Monday night meeting

× Absentee Supplemental File (Delta File)

VI. Tuesday morning
× Duties for each team
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ELECTION

OFFICIAL

TRAINING

CLASS

OVERVIEW

(CONT.)

Class Time ς3.5 Hours

V. Election Day
× Valid forms of ID
× Curbside voting

VI. Tuesday closing

× Work as a team to pack up

VII. Electronic pollbooks
× /ƻƴŦƛǊƳ ǾƻǘŜǊΩǎ ŎǳǊǊŜƴǘ ŀŘŘǊŜǎǎ

VIII.Provisional voting

× Voting in correct the polling location

IX. Troubleshooting

X. Management Tips

XI. Final items/professionalism
× Post-election process at BOE 

Warehouse
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WHAT DO THESE ABBREVIATIONS MEAN?

ACRONYMS
VPEO ςPrecinct Election Official

VVLD ςVoting Location Deputy

VVLM ςVoting Location Manager

VVAT ςVoter Assistance Table (i.e. provisional table)

VEPB ςElectronic Pollbook

VDS200 ςVoting Machine (ballot scanner)

VQRG ςQuick Reference Guide

VBOE ςBoard of Elections (election headquarters)

VORC ςOhio Revised Code

VSOS ςSecretary of State
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LOCATIONOFQRGSATTHEPOLLS
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VOTINGLOCATIONMANAGERDUTIES

VMANAGERof the entire Polling Location

VMake the five (5)mandatory calls to the BOE

VLead Monday Night Organizational Meeting

VAlong with Voting Location Deputy (VLD) assign 
breaks to Election Officials

VResolve issues and troubleshoot election equipment

VAlong with VLD, take Election Day supplies to the 
assigned Drop-Off Location after the election
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VOTINGLOCATIONDEPUTYDUTIES

VLead Voter Assistance Table (VAT) Official

VAssist Supply Team on Monday night

VAlong with VLM take Election Day supplies to 
assigned Drop-Off Location

VManage Polling Location and run Monday Night 
Organizational Meeting if VLM is absent

VAssists VLM in assigning breaks

VOpposite political party of the VLM
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JOBTITLES/DUTIES

Check-In Official (EPB)

V Process voters on 
Electronic Pollbook

V±ŜǊƛŦȅ ǾƻǘŜǊΩǎ L5 ϧ 
address

V Scan ballot stub barcode 
into EPB

V[ƻƻƪǳǇ ǾƻǘŜǊΩǎ ŀǎǎƛƎƴŜŘ 
precinct/polling location 
and direct to VAT table or 
another polling location 
as necessary

Ballot Official

­ wŜŎŜƛǾŜ ά!ǳǘƘƻǊƛǘȅ ǘƻ 
±ƻǘŜέ ǎƭƛǇ ŦǊƻƳ /ƘŜŎƪ-In 
Official

­ Provide Check-In Official 
with correct precinct 
ballot

­ Issue ALLsheets of the 
precinct ballot to Check-In 
Official
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JOBTITLES/DUTIES
Voter Assistance Table 
(VAT) Official

VEnsure every provisional 
voter has slip from EPB 
ǘƻ ǊŜŎƻǊŘ ǾƻǘŜǊΩǎ 
City/Ward/Precinct

VVerify voter properly fills 
out Provisional Envelope

VRetrieve correct precinct 
ballot from Ballot Official

Scanner Official

­ Position yourself approx. 
five (6) feet away from 
DS200 for voter privacy

­ Ask voters to remove Stub 
A and place in Stub A 
envelope

­ If a voter specifically 
requests help provide 
assistance
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JOBTITLES/DUTIES
Voter Greeter

V Primary job is to direct 
voters to Check-In station 
with shortest line ςά!ƴȅ 
[ƛƴŜΣ !ƴȅ ¢ƛƳŜέ

V Inform voters to have 
their proper form of ID 
ready

V Every voter, including a 
provisional voter, starts at 
a Check-In Table

Rover

­ Ensure Location Setup 
Diagram is followed

­ Monitor 100-Ŧƻƻǘ άbƻ 
Campaigning/Neutral 
½ƻƴŜέ

­ Deliver the Closing 
Reminder Checklist at 2 
p.m. on Election Day

Does NOTtroubleshoot 
equipment issues or 
manage Polling Location
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NEWFORAUGUST3, 2021 ELECTION
VPayroll (attendance) is now recorded using the EPBs. 

Each worker will check-in and provide their signature 
through a function found in the Tools Menu. 

VCompleted Curbside Envelopes will be placed inside 
the matching Provisional Precinct Pouch (by 
precinct).

VA new label has been placed on the Provisional 
Precinct Pouches to allow BOTH the number of 
provisional and curbside envelopes to be recorded.

VProvisional Precinct Pouches and voted17-Year-old 
Envelopes will be packed in the RedBallot Box at the 
end of the night.
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PRIMARYELECTION
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WHATΩSA PRIMARYELECTION?
The central purpose of a Primary Election is to allow 
voters to select (nominate) the candidates they 
would like to represent their political party in the 
General Election. 

V11th Congressional District ςOnly race on the 
August 3rd ballot. Fills seat vacated by Marcia 
Fudge, who is now Secretary of Housing and 
Urban Development. 

VSeptember 14th Municipal Primary ςNumerous 
cities (including Cleveland) have a Primary 
Election on this date.



AUGUST3, 2021 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 15

WHOCANVOTE?
VAny eligible voter can vote in a Primary Election

V It does not matter what political party a voter was 
previously. Every voter has the right to choose to 
ǾƻǘŜ ŦƻǊ ŀƴȅ ǇŀǊǘƛŜǎΩ ŎŀƴŘƛŘŀǘŜǎ ŀǘ ŀ tǊƛƳŀǊȅ 
Election.
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POLITICALPARTIESIN OHIO

VDemocratic

VRepublican

VNonpartisan Democratic

Republican

Note:  In the August 3rd Primary Election, a 
voter can only select a Democratic or 
Republican ballot.

In the September 14th Primary Election, 
some cities will have nonpartisan 
candidates, and there may be local 
questions and issues as well.
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WHATDOESSELECTINGA POLITICAL

PARTYACTUALLYMEAN?
VThe party a voter chooses at a Primary Election 
ōŜŎƻƳŜǎ ǘƘŜ ǾƻǘŜǊΩǎ ǇŀǊǘȅ ƻŦ ǊŜŎƻǊŘ ƛƴ ǘƘŜ .h9Ωǎ 
registration system until the next Primary Election, 
which is typically every even year. 

VFor example, if a voter chooses a Democratic ballot, 
ǘƘŀǘ ǾƻǘŜǊ ǿƛƭƭ ōŜ ŀ άǊŜƎƛǎǘŜǊŜŘέ 5ŜƳƻŎǊŀǘΣ ŀƴŘ ǿƛƭƭ 
remain so unless he/she chooses a different 
political party at a future Primary Election.

/ƻƴǘƛƴǳŜŘ Χ
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WHATDOESSELECTINGA POLITICAL

PARTYACTUALLYMEAN?
VAny voter can select a nonpartisan ballot, and this 

will make that voter unaffiliated with any party in 
ǘƘŜ .h9Ωǎ ǾƻǘŜǊ ǊŜƎƛǎǘǊŀǘƛƻƴ ǎȅǎǘŜƳΦ 

VDepending on the Primary Election, a voter that 
chooses a nonpartisan ballot may or may not have 
the option to vote on candidates.

×August 3, 2021 Special Congressional Primary 
ElectionςDemocratic or Republican only

×September 14, 2021 Municipal Primary Electionς
Depending on the city, there could be nonpartisan 
candidates
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NOLOCALISSUESFORAUGUST3RDELECTION

VThe August 3, 2021 Special Congressional Special 
Congressional Primary Election is a partisan 
election. There are no local Questions or Issues, 
only candidates.

VEvery voter must choose a political party if he/she 
wishes to vote in the election.

VThere is only one race on the ballot ς11th

Congressional District (Primary).



AUGUST3, 2021 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 20

POLITICALPARTYISPUBLICRECORD
VPolitical party that a voter 

chooses in a Primary Election 
is public record. 

V If a candidate, campaign or 
any member of the public 
wants to view a list of voters 
who selected a particular 
party in a Primary Election, 
that information is available to 
them.

/ƻƴǘƛƴǳŜŘ Χ
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POLITICALPARTYISPUBLICRECORD
VSome voters are sensitive about their political party 

being announced publically at the polling location. 

VSince a voter selects their political party on the 
EPB, and the slip that is generated has the political 
party he/she selected printed on it, there should be 
very few instances where a poll worker needs to 
either ask or state out loud the political party a 
voter has selected.
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MYTHBUSTERS
VA voter DOES NOThave to vote in a Primary 

Election in order to vote in the General Election.

VA voter CANvote for any candidate in the General 
Election regardless of their political party.
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17-YEAR-OLDVOTERS
17-year olds can vote in a Primary Election under the 
following conditions:

1. The voter will be 18-years old on or before the 
next General Election

2. A 17-year old CAN ONLY VOTE ON CANDIDATES, 
not on Questions & Issues (i.e., a 17-year old voter 
ŎŀƴΩǘ ǾƻǘŜ ǘƻ ǊŀƛǎŜ ƻǊ ƭƻǿŜǊ ȅƻǳǊ ǘŀȄŜǎύ

Flip Chart Page 30
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CHALLENGINGVOTERSONPARTYSELECTION
VDO NOT challenge the party selection/affiliation of 

any voter

VA Primary Election allows a voter to choose their 
political party regardless of their previous party

V In the RARE instance that you believe a voter is 
choosing a political party in a disingenuous
manner, call the BOE for further instructions
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FINALITEMS
Vά!ƴȅ [ƛƴŜΦ !ƴȅ ¢ƛƳŜΦέ is still applicable in a Primary 

Election

VProvisional voter declares his/her political party by 
writing the party on the EPB slip at the VAT
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COVID-19 
PRECAUTIONS
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PPE ANDSANITATIONSUPPLIES
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DOΩSANDDONΩTS
5ƻ Χ
­ Wear a mask/face covering. This is required of all election 

officials. 

­ Use good judgment and practice patience ςboth with your 
fellow workers and voters.

­ The VLM will be responsible for conducting a temperature 
check or assigning this task to another worker. The 
maximum temperature is 100.3 degrees Fahrenheit.

5ƻƴΩǘ Χ

­ Prevent a voter from voting because he/she refuses to wear 
a mask/face covering. Ask the voter politely to wear one and 
offer a mask if they do not have one. The voter may  vote 
regardless. 

­ There will be no temperature checks of voters. 
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SANITATIONOFFICIAL
This worker will be responsible for the following:

VAssisting with Monday Night setup, the six-foot 
spacing of chairs, tables, voting booths, and 
equipment;

VMonitoring distribution of PPE at the polling location;

VElection-day line management within the polling 
location and;

VSanitizing voting booths, voting machines, pens, 
tables, and electronic pollbooks throughout the day;

VLarger locations will have 2 or 3 Sanitation Officials
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ARRANGINGTHEPOLLINGLOCATION
Working with the VLM and VLD, the Sanitation Official 
will lead the set up of the interior of the polling location 
using:

V Polling Location Setup Diagram that have been 
modified for every location to account for proper 
distancing;

V Six-foot marking rope to ensure voting booths and 
DS200s are properly spaced;

V Six-foot marking rope to place social distancing decals 
on the floor where voters would be waiting in line;

V Provided doorstops to limit touching of door handles.
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VLM/VLD DUTIES
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ά! 5AYIN THELIFEOFέ A VLM/VLD
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VLM & VLD PAY
VVLM - $200

VVLD - $200
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REQUIRED VLM DUTIES(PERORC)
V Deliver the Oath of Office, complete and sign

V Assign workers to specific teams/assignments, 
schedule breaks and lunches

V Review with poll workers any alerts or notices

V Unlock the Transport Cart and ensure the correct 
supplies have been delivered

V Set up the location based on the Polling Location 
Setup Diagram

V Ensure the Official Precinct Voter Registration List is 
posted Tuesday morning



AUGUST3, 2021 | PRIMARYELECTION CUYAHOGACOUNTYBOARDOFELECTIONS| ELECTIONOFFICIALTRAINING 35

VLD SPECIFICDUTIES
VStill serve as the lead VAT official

VVLD, once complete with VAT closing, will oversee 
Supply Team

VAssumes the duties of the VLM if the VLM is 
absent.
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PASSWORDS
VTransport Cart password - ####

VAbandoned transaction on the EPB - ####


